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1- INTRODUCTION 



The e-Gov application is the external subsystem of online applications to request services 
from the Office of Foreign Missions. It is used by the Missions and Consulates to apply for 
accreditations, Diplomatic Motor Vehicle services, Tax exemption cards for personal taxes, 
utility taxes and gasoline taxes; and for Travel Services. The e-Gov program enables the 
Foreign Diplomatic and Consular community to apply for OFM, Office of Protocol, Tax, 
Customs and Travel services via the Internet. 

Since its implementation this internet based application has allowed for electronic filing of 
previously time consuming and intensive paperwork submission of requests for services. The 
benefits associated with e-Gov include the reduced turn-around processing time on 
applications for DMV, Protocol, Tax, Customs, and Travel services. In addition, users can 
now review the online status of submitted applications. 

The e-Gov application has helped to improve the accuracy of requests as system edits can 
detect and flag many common data entry problems. 

1.1 - Authorization 

The Bureau of Diplomatic Security, Office of Foreign Missions (DS/OFM) has developed and 
deployed an e-Government (e-Gov) solution that addresses the paper-oriented business model 
currently in place at OFM. The e-Gov solution will streamline operations and reduce 
operational costs. 

1.2 - Background 

The Office of Foreign Missions Information System (TOMIS) is an integrated, custom 
application system designed to support OFM and S/CPR activities for a client base consisting 
of 100,000 diplomatic staff, support personnel and their dependents from more than 150 
accredited nations. The OFM user community includes OFM offices in Washington, DC, 
Chicago, Houston, Los Angeles, Miami, New York, and San Francisco, as well as affiliated 
organizations including the U.S. Mission to the United Nations Office of Host Country 
Affairs (USUN/HC), OFM's Interagency Liaison Group (ILG), the Secret Service, and 
Diplomatic Security. 

Currently, five integrated subsystems support the missions of the offices: 

1 . Customs 

2. Diplomatic Motor Vehicles (DMV) 

3. Tax 

4. Protocol (Accreditation) 

5. Travel 
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2 - SYSTEM REQUIREMENTS 



The e-Gov program is accessible via the Internet and will support standard web browsers, 
such as Microsoft Internet Explorer version 5.0 and above, or equivalent, which support the 
following features: 



S JavaScript 1.5 

S Cascading Style Sheets CSS1 or CSS2 standards 

S XHTML 1.0 

S HTML 4 

S Graphics 

S Adobe Acrobat 5.0 

Your browser MUST accept cookies in order for this application to display and run properly. 
This is the default behavior for all browsers. 
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3 - OVERVIEW 



Key to Symbols in This User Guide 





Indicates a command executed via the keyboard. 




Indicates a command executed by clicking the left or right button of the mouse. 



3.1 Environment 

The e-Gov program is a web-based application. You may initiate actions throughout the e- 
Gov Program using either the mouse or the keyboard. To use the mouse, position your cursor 
and click the left or right mouse button. Keyboard control is also available by using a 
combination of command keys on the keyboard. 

This architecture allows the entry of data by positioning the cursor using the mouse, or by 
using the [TAB] key on the keyboard. Only columns in which data can be entered are 
activated for input. Fields marked in gray are display-only. NOTE: Fields marked with an 
asterisk are mandatory. If data is not entered for mandatory fields the system will provide a 
message stating that the data for the field is required (see Figure 3.1-1). 

* Passport Number 

Passport Number is required. 

Figure 3.1-1 - Mandatory Field Identified 

Data entry is made easy by using displays (field names) on the active window (the active 
window is the window currently responding to keyboard or mouse commands, although other 
windows may also be "open"). The displays in the active window allow you to see 
information pertinent to the field being entered, and allow you to see your data as you enter it. 
Enter data by highlighting or selecting the section you wish to edit, then typing in the data. In 
certain fields, you will be able to select an answer from a drop-down list of choices. 
Selections are made by using the mouse to ^ [CLICK] on list items selection box, or by 
navigating through the list using the [ARROW KEYS] and [ENTER] on the keyboard^. You 
can navigate through the menu bar by using the mouse to [CLICK] on the menu option, or 
by using the [ARROW KEYS] and [ENTER] on the keyboard^. Certain menu items also 
have keyboard shortcuts that are available. See Section 4.2, Window Symbol Definitions, for 
more detailed instructions on the various types of data entry fields. 

For additional help navigating this windows-based system, refer to Microsoft Windows 
Help™, available from the Start button in Microsoft's Windows operating systems. 

3.2 Window Symbol Definitions 

While using the e-Gov program, you will encounter symbols that are designed to ease the data 
entry process. Familiarity with these symbols will help you use the e-Gov program in the 
most efficient manner possible. The following table provides definitions for the symbols. 
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Table 3.2-1 Windows Symbol Definitions 



Window 
Symbol 


Definition 


Navigation 




i 




The EDIT or TEXT BOX symbol 
represents a field requiring data entry. 


[CLICK] in the box to begin 
entering information. 

(§fa Use [TAB] to move from one 
edit box to the next edit box. 


O Inactive 
© Active 


The RADIO BUTTON symbol is 
similar to the working of car radio 
controls. 

Selecting [CLICKing] a button makes 
your choice 'active', and releases your 
previous choice. Only one choice may 
be selected at a time, indicated by a 
dot appearing in the button selected. 


^ To select or deselect an item, 
[CLICK] on the RADIO BUTTON. 

fife Select or deselect an item by 
pressing [ENTER] or [SPACE 
BAR]. Use [TAB], [UP ARROW] 
or [DOWN ARROW] to navigate 
from one selection to another. 


□ 
0 


The CHECK BOX is an empty square 
wnen noi seiecieci anu is a square 
filled with a when selected. 

You may have multiple boxes 
checked. 


^ [CLICK] on the CHECK BOX 
10 seieci or ueseieci it. 

(§fe Select or deselect the box by 
pressing [ENTER] or [SPACE 
BAR]. Use [TAB], [UP ARROW] 
or [DOWN ARROW] to navigate 
from one selection to another. 




; start 




The COMMAND BUTTON is a 
raised rectangle. 


[CLICK] on the button to initiate 
an action. 

& Press [ENTER] to execute the 
current choice. Use [TAB], [UP 
ARROW] or [DOWN ARROW] to 
navigate from one selection to 
another. 



Version 1.0 



Courtesies of Port User Guide 



Page 10 



Window 
Symbol 



Definition 



Navigation 




APARTMENT 

BOX 

FLOCH 

PENTHOUSE 

ROOM 

SUITE 

UNIT 



The DROP-DOWN LIST BOX or 
DROP-BOX is represented by a push 
button with a down arrow inside. The 
window displays a vertical listing of 
possible category choices. 

Some DROP-DOWN LIST BOXES 
are editable. These have a blank 
space between the text portion and 
the drop-down arrow. 



^ [CLICK] on the DROP-DOWN 
LIST BOX pushbutton to access the 
listing. ^ [CLICK] on a list item to 
select it. 

& Use [UP ARROW] or [DOWN 
ARROW] to navigate from one list 
item to another. Use [SPACEBAR] 
will select a chosen category and 
[ESC] will cancel the procedure and 
close the box. 



The SCROLL BAR allows you to 
move through a list that is too large 
for the area it fills. 



Move through the list by dragging 
the small gray square with your 
mouse pointer. [CLICK] the 
small gray rectangle in the scroll 
bar, hold down the left mouse 
button, and pull the mouse forward 
and back. The list will move up and 
down. 

You can also use your [§fe keyboard 
to scroll through the list. Use the 
[UP ARROW] and [DOWN 
ARROW] to highlight the 
requisition you want. 
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4 - GETTING STARTED 



4.1 - e-Gov On-Line Application 

Activate the e-Gov program from the U. S. Department of State's Office of Foreign Missions 
Website ( http://www.state.gov/ofm/index.htm) by clicking on the On-Line Application link 
(see Figure 4.1-1): 



U.S. DEPARTMENT of STATE 



SECRETARY CLINTON MEDIA C 




Bog | VVJao i PtKHos f New* \ Share , Moot* , CwUrtlH 




tout* 4 BDUDBHM 



Search the Site 



► Iopk ► speeder ► Put*ca*on 
'Country »D**t 



» DMV Program 
► Tax Program 



Property Program 



• (acorl Wt>*runq 
Coorteetea 



. ReoKPies Omcee 
> Circular Notes and 



• Resources 

• On i *>•> Appecettan' 

t Frequency MM 



Office of Foreign Missions 



U»fl Gated fc. CongrtSS through me Foreapn Uiss ioa* *<t (22 
C TiA ^SC 4301-43i«^oCt9^f)«0»otetFofttgnlfts«*ons 
I VI i OFU ; provides ova legal toundaoon to UoWaSe secure and 

tfAotnf ope*aeons of U S mission* abroad and of for t»gn 

.. .......... .. Man rm^Ofl* an-3 infarnjbonaJ or^r»C9bon$ in r»a Uort#<J SUIts 

m doing to OFU serves t»t interests of mt Vnaocan pueec 
me Amtncan <*ciomabc comnum^ abroad and tha for aton dtplomaftc communrt, 
residmg in ma UnAed SUtes ec-sunn? mat all dcaomaoc benefits pnvteges and 
imnwlw aft proptrt. eierostd *i accordanca *rtn Fedtrai and incernaOonal la*/a As 
part of Tia Bureau of Opiomabc Security OFU *on>s c*:>sel> ntm m* Surtoo a 
Protecove Liaison Otvuton as *afl as me Undormad DMeion of the U.S. Sacral Service 
to ensure the safetr and securrt, of the foreign mtssons and their Pf^pf 1 1_ b|A 

^ Application Link 

L . ! 1 . • 

™ e Regulate tfit ac*.»t>ea of foreign missions in the Un*ad States in a manner mat «* 
protect me foreign pouo and nabonai saeurrf, e*srases of vm Uraftd Staias 
a Ensure compeance of rjptomabc prr.tieges and immunities tor foreign dejiomats 

and ofaoats rts«3ng m me imatd Statas to tnnance U S stcunt, 
e PrcMda r»a appropnatt pn^iegts beneMs and stnacts on a rtoctoeal oasis 10 to 
fortign mssiaon communit > in me u 8 
OFU tsut*snts and maintains rttaaonsn^s *im u S it* tnforctmtnt and seojntr 
cornmunejes as ma naaonai start and local *-.*4s so educa* at>out diploma*: prMiege 
and tnmumfr rssues OFU personnel conduct outtacn and frammg seminars +*r> mess 
consstuencies in conruncton writo r tprtstntamts Item other Oipiomeoc Security ofneas 
me Bureau of Comae* Affairs and me Office of Protocol 

*s an ad.ccata tor reciprocal agretmants OFU presses tor faw trtaimtm of U S 
ptrsonnti abroad *n»it assunng fortign d»p4omaH oastd in me Unotd statas rtot*.t 
ma same frsatrvant mat aacft rtsptcs»*t govtrrvnant pro^dts in return *dditona»r OFU 
assists foreign missions in d»a»ng #m local government gflctt m tWJ United Suits 

Fau»r OFU pio.tdts a range of Streets lo ma lor#»gn aplomabc COnimunrf) mdoding 
me issuanct of .thicie was rtgistraeorts en*r % Ucanstt and aotnst piatts 
processing u» a<tmpt»on and dutr-frtt customs requests and factttabng proptrt, 
acgurvfions wamm local wrung rtslnclons B> asstsftng ad^smg and rtguUAng 
stntots for foreign d<*Q ma t a their dependents and r»a« staffs rwhile ras^dMvg in me 
United SUtts OFU prorrxtts and strengmervs the ratatonship between geseynments 



Country Profiles 



Select a Country pr omer *.-ea 



Highlights 



12*2010 Hoexe. U.S. I 
Reouianona A Forc«pn Utaa«on Accouma 



0*24/10 



OMA'10 Oipiomaoc Note tp.IlA: Oonded 



OAJOoTIO Effecsr.e Monda/ 12. 
2010 me Offtct of Foreign Uissrons 
Customer Stntce CenSs* at 3507 
mttmaftonai Piact tM Wasftaigton OC 
20008 Mil t »pand me hours of oporafton 
to Ce^er ser.e me <>orcmaoc commuraf^ 
The new hours are as foooas Uonda. 
through Fnda> 9 30 A U to 3 30 PU 




■ SUBSCRIBE TO UPDATES 



Figure 4.1-1 - Office of Foreign Missions' Website 
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Click on the On-Line Application link and the system will take you to the Logon Dialog 
Window (see Figure 4.1-2). 




U.S. Department of State 

Office of Foreign Missions 



Welcome to OFM E-Gov 

Please enter your credentials to access the system. 

User Name | 
Password f 




Login Reset 



Request access to this system ^ 
Photograph and Signature Card 
Privacy Act Statement 
Paperwork Reduction Act Statement 



Enter your 
User Name here 



Enter your 
Password here 



For Access to e-Gov 
see Appendix A 



Figure 4.1-2 - Login Window 

First time users will enter the User Name and Password provided to them by the system 
administrator. Ensure that your cursor is positioned in the User Name data entry field. Use 
the mouse to point with the cursor, then [CLICK] the left mouse button in the User Name text 
window and type your Logon ID that has been provided. Use the [TAB] key to position the 
cursor in the Password text box, then [CLICK] the left mouse button in the Password text 
window and enter your password. With the left mouse button [CLICK] the Login button or 
press [ENTER] key. 

If you do not have a User Name or Password, please see Appendix A to for instructions on 
how to request credentials for access to e-Gov. 
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4.2 Main Menu 



After logging into the e-Gov program using assigned User Name and Password combination, 
the system will advance the user to the Main Menu (see Figure 4.2-1). 




U.S. Department of State 

Office of Foreign Missions 





Main Menu 


1 Request a New Service 1 View Service Requests 1 View Profile 1 Loooff 









Main Menu 

Request a New Service 
View Service Requests 
View Your User Profile 

Lagged in as: TESTER 
Logged in since: Tue, 12/14/2010 10:35:19 



Figure 4.2-1 - Main Menu 



4.3 - Using the Menu Bar 

The Menu Bar displays links of options (see Figure 4.3-1). 



Main Menu Request a New Service I View Service Requests I View Profile Loo off 



Figure 4.3-1 - e-Gov Menu Bar 
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5 - E-GOV DATA ENTRY 



5.1 - Request a New Service 

To access the on-line forms click on either one of the Request a New Service links located on 
the main menu (see Figure 5.1-1). 




Use this link to Request 
a New Service. 



U.S. Department of State 

Office of Foreign Missions 



dain Menu I Request a New Service I View Service Requests I View Profile 



Main Menu 

Request a New Service 
View Service Requests 
View Your User Profile 



Logged in as: TESTER 
Logged in since: Tue, 12714/2010 10:35:19 



. . . or you may also 
use this link. 



Figure 5.1-1 - e-Gov Main Menu 
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5.2 - Request a New Service Screen 

After selecting the Request a New Service option, the system will advance to display the 
Request a New Service screen. The system will display a list of e-Gov applications that you 
have been given access to submit request for services. The screen is divided by functional area. 
The Courtesies of Port request is located in the Travel section (see Figure 5.2-1). 




U.S. Department of State 

Office of Foreign Missions 



Request a New Service | Main Menu 



Request a Sen/ice from the list below to begin 

Vehicle Registration 
Vehicle Title 
DMV Replacement Plates 

Driver License/Non-Driver ID 
Update Vehicle Insurance 

Tax Exemption Card 
Tax Exemption from Utilities Taxes 

Exemption from Gasoline Taxes 

Request for Chief of Mission Tour 
WhitehOUSe Visit Request for Group Tour 

Cancel Previously Requested Tour 



Travel 



Courtesies of Port 



Escort Screening Courtesies 



Use this link to access the 
Courtesies of Port application. 



Figure 5.2-1 - Application Selection Screen. 
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6 - COURTESIES OF PORT 



The Courtesies of Port selection will advance you to Page 1 of 6 and display the data elements 
that need to be entered to begin the request for port courtesies (see Figure 6-1). 




U.S. Department of State 

Office of Foreign Missions 



Application for Courtesies of Port | Page 1 of 6 



Trs V == or.-Agsrcy •:■*: EVE ASSY OF AUSTRALIA 

-'a=e-t= t= J:-" - :- ---s-ts to tha Departrrert o-' Stats. Office or Protocol, and wishes to refer to the following visit request for: 



* Date o" Birth [rr mAid/yyyy) 



I 


I 


IHi^i^H 






* Passport N jmber: 


" Visa Foil N limber 


* Visa Type 






I I 



For Chiefs of State and Heads of Governments, ts confirm this visit. c;n tact U.S. Secret 
Service |202f 40G-7GS0 and fax \202\ 40G-75G0. 

For Foreign Ministers, to confirm this visit contact U.S. Security Protection. State Department 
Security Service \202\ 395-3600 and fax |202^ 395-3613. 



=- z- £:=:= -==::■ 3: = ------■' 

O Yes O No 

Foreign Minister?: 

O Yes O No 

Arrival Flight Information: 

- First Port of Entry into trie Unites States: 



Requesting U.S. Secret Service?: 
O Yes O No 



-=-.. = = ■-: : ■ ? ■ = 2 = z- ■■'- = - ■ 2 •: : "z 1 : 

Security?: 



\- ye= . ^=2.==fz =r :test:- ,r F: p T: 

O O 

of Visit? Port Only? 

Continue on to DC?: 



O- 



m i 



O No 
" Arrival Date {rnrw'dd/yyyy}: 



O- 



Oi 



• Arrival Time: * Fight Type: 

O Commercial Air Carrier 

■Lte 

■ :=: z- - : ■■ = r vate} 



4 Hour 



« Back Cancel Next » 



Figure 6-1 - Courtesies of Port Page 1 
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6.1 Principal Traveler Information 

The system will prompt you to enter principal traveler information: Last Name, First Name, 
Title (Options: President, Vice President, King, Queen, Prime Minister, Foreign Minister, 
Cabinet Official, Member of Legislature, Governor, Mayor, Spouse, Child, Ambassador of the 
US, Ambassador-Designate, Royal Family, Religious Dignitary, Advance Team, or Other), Date 
of Birth, Passport Number, Visa Foil Number, and Visa Type. 



Step 


Action 


Result of Action 


1. 


The top part of Page 1 of 6 prompts 
you to enter data elements on 
Principal Traveler. 


The system will default to the name of the 
Mission / Agency for which the user is 
associated. 

If filing from another agency, they system will 
display a drop-down menu to choose the 
Mission or Agency. 

The following fields will be displayed, where 
you must enter the following data elements: 

* Last name - free-form text 

* First Name - free-form text 

* Title from the drop down LOV 

* Date of Birth - format mm/dd/yyyy 

* Passport Number - free form text 

* Visa Foil Number - free form text with at 
least eight alphanumeric characters 

* Visa Type - drop-down list. 



T-5 V ssbr.-Agsrsya--: Elk 1 EASE Y CF AUSTRALIA 

= r e=s-ts its corrplirrents to the Department of Stale, Office of Protocol, and wishes to refer to the folowng visit request for: 



* Last Narr>s: 


- First Nanre: 


■ Titts: 




- Date of Birth (imtfdtfyyyyv 


1 1 


v 




" Passport NLnrber: 


" Visa Foil Number 


" Visa Type 


1 1 









Figure 6.1-2 - Principal Traveler Information 
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6.2 - Chief of State/Head of Government 

The middle part of the screen displays the following information messages: 



For Chiefs of Stats and H&ads of Governments, to confirm this visit, contact U.S. Secret 
Service |202f 406-7650 and fax |202f 406-7560. 

For Foreign Ministers, to confirm this visit contact U.S. Security Protection. State Department 
Security Service [2U2\ 395-3600 and fax |202f 395-3613. 



The middle part of the screen also prompts you to identify if the applicant is Chief of State/Head 
of Government, if the request for protection is for the entire visit, if the applicant is continuing 
to Washington, DC, if the applicant is a Foreign Minister, if the applicant requests Courtesy of 
Port security only, if protection from the State Department Security Service, and if the traveler is 
continuing to DC (see Figure 6.2-1 Chief of State/Head of Government). 









Che-" o- State' Hea-u of Caverrrirart?: 


FLe3 testing U.S. Secret Service?: 


If yes , Revesting Protection For?: 


O Y« O No 


O Yes O No 


O Duration Q CoLrtesies of 
of Visit? port only? 


Foreign Mmister?: 


Res Lasting State Department Dip (cut a tit 
SecLrity?: 

O Yes O Ho 




Continue on to DC?: 


O Ye* O no 


O Yes O Ho 



Figure 6.2-1 - Chief of State/Head of Government 
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6.2 - Flight Information 

The bottom portion of the screen prompts you to enter Arrival Flight Information: First Port of 
Entry into the United States, Arrival Date, Arrival Time, Flight Type (Commercial Air Carrier, 
Special Flight (Private) (see Figure 6.2-1). 



Arrival Flight Infcrrnaticn: 

" First Port of Ertry irto tha Urite: States.: 



"Arrival Data (mrryadf'yyyy): 



* Arrival Time: 



1 I 



- K'.iruta 



" Fig h t Ty pa: 
O Com mercial Air Carrier 

O 



Figure 6.2-1 - Arrival Flight Information 

Commercial Air Carrier 

If you chose Commercial Air Carrier the system will prompt you to enter Flight Carrier name 
and Flight Number (see Figure 6.2-2). 



Arrival Flight Information: 

~ First Port of Erfy rto tre l> ten Statas: * Arrival Date {mm/dd/yyyy): ' Arrival Time: " Fight Type: 



* Flight Carrier Name * Flight Number 



^1 Q) Commercial Air Carrier 

* Hour ' Minute ,-, 

\Jf Special Flig ht {Private} 



Figure 6.2-2 - Commercial Air Carrier Data 

Special Flight (Private) 

If you choose Special Flight (Private), the system will prompt you to enter Aircraft Make, 
Aircraft Model, Tail Number and Call Sign (see Figure 6.2-3). 



Arrival Flight Information: 

' First Port of Entry into the United States: * Arrival Date {m rw'dkfr'yyyy}: ' Arrival Time: " Fight Type: 



C : r ^ p -a p ^ 5 A r C s pp a p 



' Hour ' Minute 

'•-V Special Fight (Private} 



* Call Sign 



« Back Cancel Next » 



Figure 6.2-3 - Special Flight (Private) Data 



Version 1.0 



Courtesies of Port User Guide 



Page 20 of 52 



Continue to DC 

If you chose 'Yes' to answer Continue on to DC (see Figure 6.2-4) the system will prompt you 
to enter Continue to DC Flight Information (see Figure 6.2-5): Second Port of Entry into the 
United States: Arrival Date (mm/dd/yyyy), Arrival Time (Hour Minute) and Flight Type: 
Commercial Air Carrier or Special Flight (Private). 



Continue on to DC?: 

© Yes O 



Figure 6.2-4 - Continue to DC 



Continue to DC Flight Information: 












* Second Port of Entry into the United States: 




* Arrival Date {mnv'ddryyyy): 


" Arrival Time: 




-FlglrtType: 


■ 


V | 


I [A 


V | V | 


O 


•Commercial Air Carrier 








* Hour * Minute 


o 


Special Fight {Private} 



Figure 6.2-5 - Continue to DC Flight Information 
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6.3 - Enter Mandatory Data 



You must enter all mandatory data as requested and prompted on the screen. You will have to 
enter information about the principal traveler including Last Name, First Name, Title, Visa Foil 
Number, and Date of Birth. 

They system will allow you to answer 'Yes' to either Chief of State/Head of Government or 
Foreign Minister. Answering 'Yes' to one will default 'No' to the other. 

The system will allow you to answer 'Yes' to either Request entire visit security or Request 
Courtesies of Port security only. Answering 'Yes' to one will default No to the other. However, 
you will be able to answer 'No' to both. 

You will also enter First Port of Entry into the United States along with Arrival Flight 
Information which includes identifying Flight Type as Commercial Air Carrier or Special 
(Private) Flight. 

If Commercial Air Carrier is selected as the Flight Type, the user will be prompted to enter 
Flight Carrier Name and Flight Number. If Special (Private) Flight is selected, the user will be 
prompted to enter Aircraft make, Aircraft Model, Tail Number, and Call Sign. 

All of the aforementioned fields are mandatory and valid data must be entered in all fields, else 
the system will give an error denoted in red. 

If you denote 'Yes' to Continue to DC, the system will prompt you to enter Continue to DC 
Flight Information. If Commercial Air Carrier is selected as the Flight Type, you will be 
prompted to enter Flight Carrier Name and Flight Number. If Special (Private) Flight is selected, 
the user will be prompted to enter Aircraft make, Aircraft Model, Tail Number, and Call Sign. 

All of the aforementioned fields are mandatory and valid data must be entered in all fields, else 
the system will give an error denoted in red. 



Passport Number is required. 


* Passpcct Number: 






1 









Figure 6.3-1 - Mandatory Field Identified 
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U.S. Department of State 

Office of Foreign Missions 



Application for Courtesies of Port 



Instructions 



The Miss Age-cy : ; : E7EAEEY OF AU ETRALI A 

Zr e=e-t= E= Ten t= t:- t-s Ceoartment of State, Office of Protocol, and we ties to refer to the following visit request for: 



* Trtfe: 



|GREEN 

* Passport Number: 



[GREGORY 
' Visa Foil Humba 



MAYOR 



' Date of Birth {mm.'^.-yyyy}: 
~v1 |0&/2bV1&7[} ' H 



B31122uu3345S 



|12345S7SX 



' Visa Type 



A-2 - OTHER FOREIGN GOVT OFF/BMP & IMMEDIATE F 



3 



For Chiefs of State and Heads of Governments, to confirm this visit, contact U.S. Secret 
Service \202\ 406-7650 and fax \2G2\ 406-7560. 

For Foreign Ministers, to confirm this visit contact U.S. Security Protection. State Department 
Security Service \2Q2\ 695-3600 and fax \202\ 395-3613. 



Chia - " of State- Head of Govern merit?: 
© Yes O Ho 



Foreign Minister?: 



Requesting U.S. Secret Serv ice?: 
© Yes O Ho 



Pe:_s=t-: £t=te Ceos r tr-ert Diplomatic 
Security?: 



© 



Arrival Flight Information: 

' First Port of Entry into the U r ited States: 

JFK - New York - John F. Kenned 1 / International v 



" Arrival Date {m m/dd/yyyy}: 



OB/28/2011 



' Fight Carrer Ha me 



' Fight Humcer 



AMERICAN AIRLINES 



AA1 D1 



Continue to DC Flight Information: 

- Second Port of Entry into the United States-: 

BWI - Baltimore/vVashington International 



* Arrival Date {m m/dd/yyyy}: 

~v] |09/01/2D11 H\ 



* Flight Carrier Hame 
| AM ERIC AN AIRLINES 



Iaa 1 



cc Back | Cancel | Next » 



\- yes, Revesting Protection For?: 

© Dl ratior O Courtesies of 
Port Only? 



of Visit? 
C-:--l -.= :- : ^C" 



© Yes 



* Arrival Time: 



07 v 45 v 



O Ho 

* Fight Type: 
O Special Flight {Private} 



12 v 00 v 



* Hour 



" Minute 



* Fight Type: 

0 C:~"-s-2 = A - C = " s r 
O Special Fight {Private} 



Figure 6.3-1 - Principal Traveler and Flight Data Entered 



Click the Next button to accept the data entered and advance to the next screen. The system will 
display page 2 of 6 prompting you to add companions (see Figure 6.4-1). 



Version 1.0 



Courtesies of Port User Guide 



Page 23 of 52 



6.4 - Enter Companions 

Click the Add Companion button to advance to Page 2a of 6 to enter Companions (see Figure 
6.4-2). If there are no companions click the Next button to advance to the Greeters screen (see 
Figure 6.5-1). 





U.S. Department of State 




Office of Foreign Missions 




1 Application for Courtesies of Port 1 Paoe2of6 1 Instructions 




Companions 




Name | Title or Relationship | Date of Birth | Passport Number | Visa Type | Foil Number | Edit | Delete 






There are no companions, in your list. 






Back < < | .Add Companion Next » | Cancel | 





Figure 6.4-1 - Companions 



You will be prompted to enter Companion Information which includes Last Name, First Name, 
Title or Relationship, Date of Birth (mm/dd/yyyy), Passport Number, Visa Type and Visa Foil 
Number (see Figure 6.4-2). 




U.S. Department of State 

Office of Foreign Missions 



Application for Courtesies of Port | Page 2a of 6 | Instructions 



Companion Information: 
* Last Name 


* First Name 


* Title or Relationship _ I: = te of Birth {H HL'dd'yyyy}: 


1 


1 


1 1 □ 




" Passport N.^Cr' 


* Visa Type 


Visa Foil number 



Submit Companion Cancel | 

Figure 6.4-2 - Companion Information screen 

All fields except for the Visa Foil Number are mandatory and must be filled or the system will 
provide an error text in red. 



Version 1.0 



Courtesies of Port User Guide 



Page 24 of 52 



You must enter all mandatory Companion Information as requested and prompted on the screen. 
You will have to enter Last Name, First Name, Title or Relationship, Date of Birth, Passport 
Number, Visa Type, and Visa Foil Number. 

The Date of Birth must be entered with mm/dd/yyyy format. The system will provide a drop- 
down list of values for the Visa Type. All of the other fields are free-form text. 




U.S. Department of State 

Office of Foreign Missions 



Application for Courtesies of Port | Page 2a of 6 | Instructions 



■Companion Information: 






* Last Name 


* First Name ' Title or Re = t -■•■ = •■ p 




|ALSAID 


|BAYAN OTHER RELATION 


v |{J3/22/1977 □ 






* Passport Number 


* Vea Type 


Visa Foil Number 


|N005001S37 


A-2- OTHER FOREIGN GOVT OFF/EM P & IMMEDIATE F 





Submit Companion Cancel 



Figure 6.4-3 - Companion Data Entered 

Click the Submit Companion button for the system to accept the information that you entered. 
The system will display page 2 of 6 showing the Companions list table with Name, Title or 
Relationship, Date of Birth, Passport Number, Visa Type, and Foil Number (see Figure 6.4-4). 
The system will allow you to Edit or Delete the data that you entered with the Edit and Delete 
buttons on the same line. The Cancel button will prompt you to cancel the entry of this 
companion. 




U.S. Department of State 

Office of Foreign Missions 



Application for Courtesies of Port | Page 2 of 6 | Instructions 



Companions 



Name 


Title o r Relatio n Eh ip Date of B irth 


Passport Number 


Visa Type | Foi Murtjer 


Edit 


Delete 


ALSAID, BAYAN 


OTH 


03/22/1977 


N 00.5001 637 


A-2 


58526039 


Edit | 


Delete 





Back «. Add Companion Next » Cancel 



Figure 6.4-4 - Companion Data Accepted and Add (more) Companion(s) Screen 
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Click the Back button and the system will return you to Page 1 of 6 (see Figure 63-1). Click 
the Add Companion button and the system will display Page 2a of 6 and allows you to add 
another companion (see Figure 6.4-2). Click on the Next button and the system will display 
Page 3 of 6 and allow the user to enter greeters (see Figure 6.5-1). Click on the Cancel button 
and the system will prompt the user to cancel this request (see Figure 6.4-5). If you answer 
'Yes' the system will exit you out of the application and return you to the Request a Service 
screen. 



Windows Internet Explorer 




Figure 6.4-5 - Cancel this request 



6.5 - Enter Greeters 



Click on the Add Greeter button and the system will advance you to Page 3 a of 6 to enter 
Greeters (see Figure 6.5-3 - Greeter Information). 




U.S. Department of State 

Office of Foreign Missions 



Application for Courtesies of Port | Page 3 of 6 | Instructions 



Greeters 



Name Title Edit Ctt:t 



There are no greeters in your list. 



Back « Add Greeter Next >> Cancel 



Figure 6.5-1 - Greeters 
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The system shall prompt you to enter Greeter Information: Last Name, First Name, and Title 
and will allow you to enter up to ten greeters if the Principal traveler is a Chief Of State/Head of 
Government or Prime Minister. However, the system will allow only two greeters if Principal 
traveler is not is a Chief Of State/Head of Government or Prime Minister. 




U.S. Department of State 

Office of Foreign Missions 



Application for Courtesies of Port | Page 3a of 6 | Instructions 



Greeter Information: 








* Last Narre 


" F 'it \3~e 




•Title 


1 1 1 




Submit Greeter 


Cancel | 





Figure 6.5-3 - Greeter Information screen 
The system will accept the data entered (see Figure 6.5-5). 




U.S. Department of State 

Office of Foreign Missions 



Application for Courtesies of Port | Page 3a of 6 | Instructions 



G'eete' i--':-"-3t :■- 






* Last Name 


* F -st \a~e 


-Title 


|J0HNS0N 


|JAMES 


[mr 




Submit Greeter 


Cancel | 



Figure 6.5-4 - Greeter Data Entered 
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Click the Submit Greeter button to accept the data entered and system will accept the data 
entered and display Page 3 of 6 (see Figure 6.5-5). 

Click the Cancel button to cancel this entry. The system will prompt to ask if you want to cancel 
this entry (see Figure 6.4-5). 



U.S. Department of State 

Office of Foreign Missions 



Application for Courtesies of Port | Page 3 of 6 | Instructions 



Greeters 





Name Title 


Edit 


Delete 


JOHNSON, JAMES | MR. 


Edit | 


Delete 



Back« [ Add Greeter | Next » | Cancel | 



Figure 6.5-5 - Greeter Data Accepted and Add (more) Greeter (s) Screen 



From the Greeters screen (Page 3 of 6), if you click the following Action, you will get the 
respective Result Action: 



Step 


Action 


Result of Action 


3. 


Click the Back button. 


The system will display Page 2 of 6 (see 
Figure 6.4-5). 


4. 


Click the Add Greeter button. 


The system will display Page 3 a of 6 for 
you to enter the Name and Title of 
greeters (see Figure 6.5-3). 


5. 


Click on the Next button. 


The system will display Armed Security 
screen (see Figure 6.6-1). 


6. 


Click on the Cancel button. 


The system will prompt the user to cancel 
this form (see Figure 6.5-2). 
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6.6 - Enter Armed Security 

The system will advance to Page 4 of 6 and allow you to enter Armed Security data (see Figure 
6.6-1). 

U.S. Department of State 

Office of Foreign Missions 



Application for Courtesies of Port | Page 4 of 6 | Instructions 



Armed Security 



Rank 


Sen ice 


Passport 


Visa 


Foil 


Weapon 


Weapon 


Weapon 


Weapon 


# Rounds of 


Edit 


# 


Typ-e 


Number 


Make 


Model 


Serial* 


Caliber 


Ammunition 



There ere no Armeti Security intiiviauels in your list 



Back « Add .Aimed Security Next » Cancel 



Figure 6.6-1 - Armed Security screen 



Step 


Action 


Result of Action 


1. 


Click on the Add Armed Security 


The system will prompt user to enter Armed 




button. 


Security information (see Figure 6.6-2). 






Companion Information: 






* Last Name 






* First Name 






* Rank 






* Service Name 






* Passport Number 






* Visa Foil Number 






* Visa Type 






* Weapon Make 






* Weapon Model 






* Weapon Serial Number 






* Weapon Caliber 






* Weapon number of Rounds of 






Ammunition. 
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U.S. Department of State 

Office of Foreign Missions 



Application for Courtesies of Port | Page 4a of 6 | Instructions 



Arrrsci SesLrity Irforrrattor!: 






* Last Name 


* First Name " = "-. 


* Serv ice Name 


1 1 1 1 


* Passport Number 


* Visa Foil Number * Visa Type 






" ..=:::- ':?-.= 


".'.=?::-■.'::= ~ Weapon Serial Number 74 Weapon Caliber 


" .'.:■::■ = : ; = :.-: = : : A---- ^ \ 


1 1 1 1 1 





Submit .Aimed Security Cancel 



Figure 6.6-2 - Armed Security Information screen 

Enter the requested data in the corresponding fields. The system will display the data entered 
(see Figure 6.6-3). Click the Submit Armed Security button to accept the data entered. The 
system will return you to the Armed Security screen with the data that you entered (see Figure 
6.6-4). 




U.S. Department of State 

Office of Foreign Missions 



Application for Courtesies of Port | Page 4a of 6 | Instructions 



Aimed Security Information : 






* Last Name 


™ First Name 


" Service Ns^s 


(WASHINGTON 


■7 LLI.-.M 


.-.dm R-L SECUR T v NC 


" Passport Number 


* Visa Foil Number 


* Visa Type 


|X1234567B5D 


|X2D1DX5S4 


| A-2 - OTH ER FO REIG N GOVT 0 FF/EM P 4 IMMEDIATE F v | 






* Weapon Serial N umber " Weapon Caliber * Weapon # of Rounds of Ammunition 


|WESSON 


|3-5D MAGNUM 


WES3&DMAGX99 |35 2C 








Submit Amed Security Cancel | 



Figure 6.6-3 - Armed Security Data Entered 



Click the Cancel button and the system will cancel this entry of an Armed Security. 
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U.S. Department of State 

Office of Foreign Missions 



Application for Courtesies of Port | Page A of 6 | Instructions 



Armed Security 



Name 


Rank 


Service 


Passport* 


Visa 
Type 


Foil Number 


Weapon 
Make 


Weapon 
Model 


Weapon Serial* 


Weapon 
Caliber 


# Rounds 
of 

Ammunition 


Edit 


Delete 


WASHINGTON, 
WILLIAM 


ADMIRAL 


SECURITY, 
INC 


X1 23-45*7890 


A-2 


X2010X9S4 


WESSON 


350 

MAGNUM 


WES3E-0MAGX99 


35 


20 


Bft 


Delete | 



Back =:=: | Add rimed Security Next >> | Cancel 



Figure 6.6-4- Armed Security Data Accepted Add (more) Armed Security 

Click the Back button and the system will display Page 2 of 6 (see Figure 6.6-13). Click the 
Add Armed Security button and the system will display Page 4a of 6 (see Figure 6.6-14). 
Click on the Next button and the system will display Point of Contact screen (see Figure 6.6- 
14). Click on the Cancel button and the system will prompt the user to cancel this form 
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6.7 - Enter Point of Contact and Document Handler 



The system will prompt you to enter the Point of Contact Information: Last Name, First Name, 
Title, Telephone Number, and Cell Phone Number. These data elements are mandatory and must 
be entered to continue. 

On this same screen, Page 5 of 6, the system will prompt you to enter Contact Document 
Handler Information (see Figure 6.7-1). These data elements for Contact Document Handler 
Information are not mandatory and the system will allow you to continue if left blank 




U.S. Department of State 

Office of Foreign Missions 



Application for Courtesies of Port | Page 5 of 6 



Point of Contact I n formation : 
* Last Nan*e 

! 

- Telephone Number 



-Cell Phone NLmter 



Cz-ti^t Cro.'-ert Handler Information: 
Last Name First Name 



Handler Telephone N limber 



Hardier Cell Phone Number 



r 



Back =:=: | Nad » | Cancel 



Figure 6. 7-1 - Point of Contact and Document Handler screen 
The system will display the data entered (see Figure 6.7-2). 




U.S. Department of State 

Office of Foreign Missions 



Application for Courtesies of Port | Page 5 of 6 



- : - ■ :- C - ; : ■- ? ■ : - 
" Last Name 


* First Name 


- -■ i 


|ROBERTSON 




|MI MISTER 


' Tee::': r = \."C5 r 


* Cell Phone Nunber 




1 31 u-5E 5-1212 


|81 8-555^1 21 2 







C z ^ t= i=t D:;-"e-t hs-der Information: 
Last Name First Name 



[HARRIS 

Harder Telephone Number 
|31{M44-1212 



[hope - 



Hane? C= -■:-■= ~:-= 



Back •:=: Next >> Cancel 



Figure 6.7-2 - Point of Contact data entered 
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Click the Next button and the system will accept the data entered and advance to Page 6 of 6 
(see Figure 6.8-1). Click the Back button and the system will return to Page 4 of 6. Click the 
Cancel button and the system will prompt you to cancel this COP form. 

6.8 - Departure Information 

The Departure Flight Information screen will propagate the Last Name, First Name and Title 
fields with data provide for Principal Traveler (see Figure 6.8-1). You will be prompted on Page 
6 of 6 to enter Departure Information. The fields are not mandatory. However, if departure 
information is known and available please enter. Else, click the Next button to continue. 

U.S. Department of State 

Office of Foreign Missions 



Application for Courtesies of Port | Page 6 of 6 | Instructions 



.:-='.:-"= * First Name: 


Title: 




IGREENE |GREGORY 


| MAYOR 




* Departure Port from the United Slates: 






■ v| 






Departure Flight Information: 






Flight Type: Depature Date: 


DepartLre Time: 




(mnwyd'yvyy}: 






O Don? mercial Air Carrier 


Hour Minute 




_ 1 rq 

O Special {Private) Flight 1 


1 ,v| |1 1| 







Back =:=: Next » Cancel 



Figure 6.8-1 - Departure Information screen 



The system will prompt you for the respective data elements if the Principal Traveler is using a 
Commercial Air Carrier (see Figure 6.8-2) or Special (Private) Flight (see Figure 6.8-3). 
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Enter data as requested. 
Commercial Air Carrier Data 




U.S. Department of State 

Office of Foreign Missions 



Application for Courtesies of Port | Page 6 of 6 



' Last Name: 


- First Name: 


* Title: 


|GREENE 


|GREGORY 


|M 


* Departure Port from the United S 


fates: 




| JFK - New York - John F. Kennedy International v 




Departure Flight Information: 






* Flight Type: 


* Departure Date: 


Departure Time: 


(*) Commercial Air Carrier 




* Hour " Minute 


O Special {Private} Flight 


|04/01/2011 _A 


10 v 00 v 








" Departure Flight Carrier Name 


* Departure Flight Number 


|AMERICAN AIRLINES 


|AA2D2 







Back =:=: Next » Cancel 



Figure 6.8-2 - Departure Information Commercial Air Carrier data 
Special (Private) Flight Data 




U.S. Department of State 

Office of Foreign Missions 



Application for Courtesies of Port 



- Last Name: 



[green - 



|gregory 



MAYOR 



* Deparbure Port from the Urite: States: 



JFK - New York - John F. Kenned 1 / International 



Departure Flight Information: 
Flight Typa: 

o 

(+) Special {Private} Fight 



Cep-i't.'i .-. ■: z-" i 

|CESNA 



CepartLre Date: 
{mntfdd'yyyy}: 



Hour Mnvute 



ID&/C-S/2D11 



1 0D v| 



De:a r t. r s A r :: r ='t '."::=■ 



A32C 



Back « 



[D1234 



Next >> Cancel 



|RTC«&S 



Figure 6.8-3 - Departure Information Special (Private) Flight data 
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Click the Next button and the system will accept the data entered and advance you to the 
Confirmation Page (see Figure 6.9-1). Click the Back button. The system will return to Page 5 
of 6 (see Figure 6.7-2). Click the Cancel button. The system will prompt you to Cancel this 
COP form (see Figure 6.5-2). 

6.9 - Confirmation Page 

The system will display all of the data that has been entered, on the Confirmation Page. You 
should verify that all of the data is correct before submitting the form. If you need to make a 
correction, click on the Edit Form button and the system will return you to Page 1 of 6. You will 
be able to advance thru the form to each page and make corrections accordingly. 

If all of the data is correct, click on the Submit button to advance to the Submission page where 
the system generated Transaction ID will be displayed, along with the data that was entered on 
the form. 
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U.S. Department of State 

Office of Foreign Missions 



Appl ic ati on f or C ou rtes i es of P ort | C o-nfi rm ati on 



Please take a moment to confirm your entry. If it is correct click the Submit button to send the application 



COURTESIES OF PORT (COP) 



NEWREQUES - 



Date of Request 



0&-1 7-2011 15:33 



Head of State 



Official Full Name 



GREEN. GREGORY 



Official Title 



Dff : al Date of Birth 



Official Passport Number 



MAYOR 
99112200334&& 



Official Visa Type 



Official Foil Number 



Request U.S. Secret Sen/ice Protection 



Request Security for Entire Visit 



Security Continuing To DC 



For Chiefs of State and Heads of Governments, to confirm this visit contact U.S. Secret Service (202) 406-7650 and 
fax (202)406-7560. 

For Foreign Ministers, to confirm this visit contact U.S. Security Protection, State Department Security Service 
(202) 895-3600 and fax (202) 895-3613. 



Arrival Flight Information 



First Port of Entry into the U.S. 



Arrival Date 



Flight Type 



Carrier Name 



Flight Number 



JFK - NE '/•,'• YORK - JOHN F. KENNEDY INTERNATIONAL 



2011 -OB -01 TO 7:45:00 COMMERCIAL AMERICAN AIRLINE S AA101 



DC Flight Information 



DC Port of Entry into the U.S. 



Flight Type 



Flight Number 



BWI - Baltimore 'Washington International 



201 1-03-07T1 2:00:00 



COMMERCIAL American Airlines 



AA12 



Departure Flight Information 


Departure Port from the U.S. 


Departure Date 


Flight 
Type 


Aircraft 
Make 


Aircraft 
Model 


Aircraft Tail 
Number 


Aircraft Call 
Sign 


JFK -NEW YORK -JOHN F. KENNEDY 
INTERNATIONAL 


2011-09- 
03T08:0O:OO 


PRIVATE 


CESNA 


A320 


D1234 


RT09S 



Companions 



Full Name 



[tie/Relationship 



Passport Number 



'■.'■=a ■Or 



A L SAID. BAYAN 



OTHER RELATION 



03-22-1977 



NO0&001B37 



A-2 



53&26099 



Armed Security 


Full Name 


Rank 


Service 


Passport 
Number 


Visa 
Type 


Foil Number 


Weapon 
Make 


Weapon 
Model 


Weapon SM 


'Weapon 
Caliber 


'Weapon 

#of 

Rounds 


WASHINGTON, 
WILLIAM 


ADMIRAL 


SECURITY, 
INC 


X1 2345677390 


A-2 


X2Q10XSS4 


WESSON 


350 


WES350MAGX99 


35 


20 



Full Name 



"itle 



JOHNSON. JAMES 



MR. 



Point of Contact 



Main Contact: ROBERTSON. RE GIN A 



Travel Document Handler: HARRIS, HOPE 



| Telephone Number 



Cell Phone Number 



| Telephone Number 



Cell Phone Number 



310-665-1212 



318-666-1212 



310-444-1212 



31C-665-1313 



Edit Form | Submit | Cancel 



Figure 6.9-1 - Courtesies of Port Confirmation Page 



Version 1.0 



Courtesies of Port User Guide 



Page 36 of 52 



Click the Edit Form button and the system will return you to Page 1 of 6 for you to edit the 
form. Click the Submit button and system will advance to Submission page with Transaction ID 
(see Figure 6.10-1). Click the Cancel button. The system will prompt you to Cancel this COP 
form (see Figure 6.5-2). 
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6.10 - Submission Page with Transaction ID 



U.S. Department of State 

Office of Foreign Missions 



"ransacticn ID 6000001132 

Country AUSTRALIA 

Status (Date; SUBMITTED (05/17/2011 15:41) 

Created By .Date; ERVINSL (05/17/2011 15:41) 

Modified Date 05/17/2011 15:41 



COURTESIES OF PO RT (COP) 



Transaction ID 



NEW REQUES" 



Date of Request 
Official Full Name 
Official Date of Birth 



0517 2011 15:38 
GREEN. GREGORY 



08 29 1970 



Head of State 
| Official Title 
Official Passport Number 



Official Visa Type 



Official Foil Number 



Request U.S. Secret Service Protection 



| Security Continuing To DC 



| YES 



Request Security for Entire visit 



9911220033456 



For Chiefs of State and Heads of Governments, to confirm this visit, contact U.S. Secret Service (202) 406-7650 and 
fax (202) 406-7560. 

For Foreign Ministers, to confirm this visit contact U.S. Security Protection. State Department Security Service 
(202) 895-3600 and fax (202) 895-3613. 



Arrival Flight Information 



First Pert of Entry into the U.S. 



Arrival Date 



Flight ype Carrier Name 



| Flight Number 



JFK - NEW YORK - JOHN F. KENNEDY INTERNATIONAL 2011 -08-01 T07:45:00 COMMERCIAL AMERICAN AIRLINES AA101 



DC Flight Information 



| DC Port of Entry into the U.S. 



| Arrival Date 



| Flight Type | Carrier Name 



BWI - BaltimoreWashington International 201 1-08-07T1 2:00:00 COMMERCIAL American Airlines AA12 



Departure Flight Information 



Departure Port from the U.S. 


Departure Date 


Flight 
"ype 


Aircraft 
Make 


Aircraft 
Model 


Aircraft Tail 
Number 


Aircraft Call 
Sign 


JFK - NEW YORK - JOHN F. KENNEDY 
INTERNATIONAL 


2011-09- 
08T08:00:00 


PRIVATE 


CESNA 


A320 


D1234 


RT098 



Companions 



Full Name 



ALSAID. BAYAN 



| Title/Relationship 



| Date of Birth | Passport Number 



OTHER RELATION 



03-22-1977 



N005001837 



| Visa Type | Foil Number 



A-2 



Full Name 


Rank 


Service 


Passport 
Number 


v 5 a 
Type 


Foil Number 


/eapon 
Make 


.fa::" 

Model 


Weapon S/N 


■•eapcr 
Caliber 


'. ; eapcr 

#of 

Rounds 


WASHINGTON, 
WILLIAM 


ADMIRAL 


SECURITY. 
INC 


X1 2345677890 


A-2 


X2010X984 


WESSON 


350 


WES350MAGX99 


35 


20 



| Title 



JOHNSON. JAMES 



Main Contact: ROBERTSON, RE GIN A 



T 



Travel Document Handler: HARRIS, HOPE 



"elephone U^ce-- 



MINISTER 310-555-1212 



Cel Prcre Number 



818-555-1212 



T elephone Number 



| Cell Phone Number 



310-555-1313 



No supporting documents are required for this application. 



Check back later with the OFM eGov system to view the 
status of your application. 



Remarks 



Wo remarks on file 









User can add remarks here 








by typing remarks and 
clicking the Add Remark 
button. 









Figure 6.10-1 - Courtesies of Port Submission Page 
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7 - VIEWING YOUR SUBMITTED FORMS 



Step 


Action 


Result of Action 


1. 


Initiate login to the e-Gov system. 


The OFM Logon window is displayed 
with the User Name and Password 
fields enabled. 

The Login and Reset buttons are 
enabled. 


2. 


Enter a valid User Name and Password 
combination to log in: 

Type: TOFMXXX in the User Name field. 
Type: <password> in the password field. 
Click the Login button. 


The e-Gov Main Menu is displayed. 
The following links are enabled: 

• Request a New Service 

• View Service Requests 

• View Your User Profile 


3. 


Click the link that reads "View Service 
Requests". 

(A link is displayed in blue font and is 
underlined.) 


The e-Gov on-line system displays all 
the applications/forms that have been 
submitted (see Figure 7-1). 
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0 OFM E-Gov: View Submitted Forms - Windows Internet Explorer 










£4 v Ife h^//onrart3w«to03.ds,rt4^ 








P • 


File Edit y«w FflvorHes Tools Help j BSnag* fig Of Window [Auto Scfofl ■ 


Onboard 




Convert 




& ^ 88j" ^OFME-Gov:VtewSabfi«t... X jjs©^ch For OFM Requests 


a- 






» 




Click the Transaction ID to view 
the submitted form. (See Figure 
9-2 - Submission Form) 

^mce or foreign 



t of State 



Serve* 



View Service Requests 



Status 



MlSSlftjl Qjoose s tatus of applications from 
drop-down list 



Date SubfTHted Date Submtted By Remarks 



Courtesy of Port 



COURTISE 

HHHHS courWs 

6000000573 COURTISES 
_COiJ 



Choose Type of Service 
from drop-down list 



60Q00006U COURTESES 

mmftW COURTISES 

6000000632 COURTISES 

flBW COURTISES 

€00000079^ COURTISES 

6000000628 COURTISES 

c-::cccc£-c ccjriscs 




r 



|02^)1/2011 |02A)1/2011 



Stud! | 



10/19/2010 
: 



urn 

10/19/2010 
: 



Applicant's Surname. 



10/25/2010 



10V22/T2010 
10V2SC010 



ERVKSL 
ERVNSL 
ERVWSL 
ERVI4SL 
ERVI4SL 
ERVUSL 



Yes or No will indicate 
whether or not there are 
remarks in the application. 



12/27/2010 

12/29/2010 



12/14/2010 

12/14/2010 
12/27/2010 

12/29/2010 



i- '._ . 

ERVUSL 
ERVtiSL 

ERVtiSL 



NO 
NO 

NO 
NO 

YES 

"no 

NO 
NO 
NO 
NO 
NO 
NO 
NO 
NO 
NO 



Records 1 - 15 of 15 



* J Local intranet 



*\10O% 



Figure 7-1 - View Service Requests 
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APPENDIX A - REQUEST ACCESS TO SYSTEM 



If you need access to the e-Gov Program, but do not have a User Name and Password 
assigned to you by OFM, then please follow the steps below to gain access to the program. 



U.S. Department of State 

Office of Foreign Missions 



Welcome to OFM E-Gov 

Please enter your credent** to access me system. 



User Name | 
Password | 



[ Login Reset 



Click this link to 
get started 



Phpftfirflgh r a S^nflyre Cfirg 
Pn.a<;v^t Statement 
Pacer v,cn Re3.ct.cn *ct Statement 



Figure A-l - Request Access to System 



Step 


Action 


Result of Action 


1. 


From the OFM Login Screen click 
on the link that reads, "Request 
access to the system." 


The system will display the screen to 
Access Request for OFM e-Gov 
Application (see Figure A-2). 


2. 


Click on the Photograph and 
Signature Card link. 


The system will prompt you to open or 
save the Photograph and Signature Card 
(see Figure A-S). 


3. 


Click on the Privacy Act Statement 
link. 


The system will open a window to display 
the Privacy Act Statement (see Figure A- 
5). 



Version 1.0 



Courtesies of Port User Guide 



Page 41 of 52 



U.S. Department of State 

Office of Foreign Missions 



Access Request for OFM e-Gov Application 

Use the list below to determine your eligibility. If you meet the eligibility 
requirements, follow the instructions below to request access to the system. 

Eligibility 

• Account User must be an accredited member of the Mission administrative staff. 

• Embassy Administrative Officer must approve all user requests. 

Instructions 



• Click the link below to open the Account Request Form. 

• Print out the Account Request Form. 

• Sections 1 and 4 must be filled out for all requests. 

• Sections 2 and 3 must be filled out for requests for new accounts and changes to existing accounts. 

• Section 5 is for Office of Foreign Missions use. 

• Fax completed forms to Director of OFM Systems at the fax number listed on the form. 




Link to Account Request Form 
Return to Login Page 



Figure A-2 - Access Request for OFM e-Gov Application 



Step 


Action 


Result of Action 


la. 


Review the directions carefully before you 
continue. 

Click on the link that reads, "Link to 
Account Request Form." 


The system will prompt to ask you, "Do 
you want to open or save this file. (See 
Figure A-6). 


lb. 


Click on the Return to Login Page. 


The system will return you to the initial 
login page to enter your username and 
password. (See Figure A-l). 
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Photography Signature Card 



File Download 



Do you want to open or save this file? 



Name: signatureCard.pdf 
Type: Adobe PDF Reader, 270KB 
From: of msa33web03.ds. state. sbu 



□ pen 



Save 



Cancel 



0 Always ask before opening this type of file 



While files from the Internet can be useful some files can potentially 
harm your computer. If you do not trust the source, do not open or 
save this file. What" s the risk? 



Figure A-3 - File Download: Photo Signature Card 



Step 


Action 


Result of Action 


2a. 


Click on the Open button to access the 
card. 


The system will open the file for you to 
fill out the application (see Figure A-4). 


2b. 


Click the Cancel button. 


The system will return you to the screen to 
Access Request for OFM e-Gov 
Application (see Figure A-2). 
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s://ofmapps. state.gov/eGov/public/signatureCard.pdf - Windcn 



https : / I'ljfrnapps .state . gov/eGov /public /signatur eCard , pdf 



Go To Favorites 



gsnagit g| \~f Window [Auto Scroll] v Clipboard v ^Convert ' Select 



& <ft I r 0 https://ofmapps.state.gov/eGov/public/signatureCar.. 



ft * 0 # * linage ' ©Took 




4D- ^- 1 a a 



|^| Please fill out the following form. 



United States Department of State 
Office of Foreign Missions 
PHOTOGRAPH AND SIGNATURE CARD 



Section 1 : Applicant Information 



Section 1: Certifying Authority 



C rroSfr : Sigamre: 



Figure A-4 - Photo Signature Card 
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Privacy Act Statement 



Privacy Act Statement for Notification of Appointment of Foreign Diplomatic or Consular Officer (DS- 
-OOJ): Notification of Appointment of Foreign Government Employee (DS-2004)l Notification of 
Appointment of Honorary CouHilai Officer CDS-20DS); Driver License & Tai Exemption Card 
Application (DS 1972) and Application for Title (DS-102) 

Privacy Ace "sen cement 

The Privacy Act of 1974. as amended, 5 U.S.C, ,552a, contains: provisions regaiding the rnaintenance. cciLectioQ. use. and 
DbsEmination of information about United States crtiaens and aliens lawfully adrrritted for peimanent residence in the United States. 
Hue folloming mfoLrnationis provided in accordance mm subsection (e) (3) of the Privacy Act. 

AITHOKI 1 lx_S: VLerna C omiention on Diplomatic Relations of 1 961 : Vienna Convention on Consular Relations of 1 963; 
Diplomatic Relations Act (22 U.S.C . 254a-e): mtejxational ChEanizations Iinmvrnities Act (22 U.S.C. 2SSe (a)); Foreign. Missions Act 



PURPOSE : The principal users of this Lnfonnation are offices mimic the U.S. Department of State, including but not limited to. tie 
Office of Protocol, the Office of Foreign Missions, the Eunezu of Diplomatic Security and the Bureau of Consular Affairs, to mamtzin 
A record of all mdrndhiah actively m-offkuig at tor ei En missions ca - international oTEanizaUons in the United States or it terntoties. 
ROL IrXE USES: The iiJbrmation provided on this foruiniay be provided to other 1 federal, state, and local goveitiment agencies for 
Law enforcement. acrniiusnative or other rtatutoiily authoiiaed purposes. This inJoiruation also may be provided to the employing 
Foreign soveinrrjent or mTemztional oigamzation. Names of the members of the diplomatic staff, office addresses, titles, and names 
Of spouses are published three times a year in The Diplomatic List. US . Department of State publication 1 0424. Names of Consular 
Offices in the United States, U.S. Department of State Publications 10277. 

Submission of these forms is mandatory. Failure to provide any of the lieaujestedinfoimation may prevent acceptance and the 
Extension of benefit to principals or family members as provided in the above-cited authorities. 



(22 U.S.C. 4301 43 16) as amended 



Figure A-5 - Privacy Act Statement 
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Access Request Form 



File Download 



Do you want to open or save this file? 



Name: accessRequestForrin.pdf 
Type: Adobe PDF Reader, 515 KB 
From: of msa33web03.ds. state. sbu 



Open 



Save 



Cancel 



0 Always ask before opening this type of file 



While files from the Internet can be useful some files can potentially 
harm your computer. If you do not trust the source, do not open or 
save this file. What" s the risk? 



Figure A-6 - File Download: Access Request Form 



Step 


Action 


Result of Action 


1. 


Click on the Open button to access the 
Application. 


The system will open the file for you to fill 
out the application (see Figure A-8). 


2. 


Click the Cancel button. 


The system will return you to the screen to 
Access Request for OFM e-Gov Application 
(see Figure A-2). 
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Step 


Action 


Result of Action 


1. 


Click on the Save button 


The system will open a window and prompt 
you to save the accessRequestForm.pdf (see 
Figure A-7). 



If you click the Save button, the system will prompt you to save the e-Gov 
application to your hard drive. It may default you to your My Pictures folder 
with a file name of accessRequestForm.pdf (See Figure a-5). You can save the 
file and open to fill out at another time for current or for future requests to e- 
Gov. 



Save As 



My Recent 
Documents 



3 

Desktop 



My Documents 



My Computer 



Save in: ® My Pictures 



J O 0 C? EJ- 




5ample Pictures 



File name: 



My Network Save as type: Adobe Acrobat Document 



accessR equestForm. pdf| 



Save 



Cancel 



Figure A-7 - Save the e-Gov application 



Step 


Action 


Result of Action 


2. 


Click on the Save button 


The system will save the file with the 
filename in the directory that you specify. 
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Complete the application in full, print and fax it to the fax number provided on the form. 
OFM will establish your login account including user name and password. You will receive 
an email with your login credentials to access the online e-Gov application. 



.13 http://ofmsa33web03.ds.stdte.sbu/eGov/pubLic/dccessReque5tForm.pdf -Microsoft Internet Explorer 



File Edit Go To Favorites Help 

Qeack - Q \*\ \^\ /*) p Search -{v Favorites 0 ^ |g[ 



If 




vj H Go Links 



1 / 1 




U.S. Department of State 

Office of Foreign Missions 

Application for OFM Web Site Account 

7 '.i-.i:. :-zv'.::a"za to OEM V.^nea^ EiDECicr fii:-: • 201) S95-36W 

Type of Request 

| | | - yaw Account | | - C hftDge to Existing Ace aunt | | - Ddeta Af count ~j 
Section 1: Applicant Information C'omirry: 



5 . Million of Assignment P. City 



""alSi 11 I 6 - Te]e T> b ° D * >'mnfag I 1. E-mail Address 



10. Suite 11 Zip C o d* 



Section J: l":*r AcLrjoniedgemeDC [ 



0&« af jctKjn Mhii&E md : :£:i c: ?r::>-: . wni«i :"cf du 3D 
i™ ■::^di sera: are itricty ltcJi±mA I^rDJ nrr dh.-£s aiy la 



::. L>:sd a ;*c-cl, : ±i; skIuim .lap ediar 
■ sainrcrd [o any c due aury "ItvOI arif? OFM 



Te-lephcaie: 



Section 3: Authorized MLsions 







Jr.irt 


Zip C one 











































Section J: Mission Administrative Officer Aftnimttdfmenc 



Tjji grpli: he on. diii docei Lv izi xzzvlsi msszzksc z-f du ^iasa c: Aivyinenr rafacanofld in Blcok S 
jccianr: I Trill p^-. -ju ill iiiii3nc4 mc«:::t,- ■» iddrsii -is iihiidiniiiini^ OFM fiscal 



_ 1ipiar.De. 



~ - Jib -i. .;■ 5fc -i3 F^qujiid ~ 



ion s: Office Of Foreign Missions Approval 



Name: 


SifTinhiTa-: 


Date: 





Unknown Zone 



Figure A-8 -Application for OFM e-Gov Account 
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APPENDIX B - USER PROFILE 

To view your user profile, clic k the last hyp erlink option on the main menu, "View Your 
User Profile". Or click on the BEMSSIfiFE hyperlink located on the Main Menu bar under 
the "U.S. Department of State Office of Foreign Missions" header. 



U.S. Department of State 

Office of Foreign Missions 


1 Main Menu 1 Request a New Service 1 View Service Requests 1 


View Profile 


| Logoff ■ 


Main Menu 

Request a New Service 
View Service Requests 
View Your User Profile 

Logged in as: TESTER 
Logged in sin ce: ~u e, 1 2/1 4/20 1 0 1 0: 35: 1 9 







Figure B-l - View Your User Profile 



Personal Information 

After clicking on the View Your User Profile hyperlink, the system will advance to the 
Personal Information Screen (see FigureB-2). 



6uh 


U.S. Department of State 




Office of Foreign Missions 


1 View User Profile - Per 


aonal Information - Authorized Missions 1 Main Menu 1 Logoff 




Personal Information 




Lagan 


TESTER 




Sum arms 


TEST 




Given Name 


EXTRA 




Middle Initial 


R 




Mission 


EMBASSY OF XANADU 




City 


■WASHINGTON 




State 


DC 




"elephone 






E-mail 


EXTRATE ST@ E MAI L. G 0 M 




Birth Date 






Change Password 



Figure B-2 - Personal Information Screen 
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Change Password 

Users can change their password at anytime. However, it is recommended that users change 
their password upon initial login. 

1 . Using the mouse, left click the Change Password button, at the bottom of the 
Personal Information Screen. 

2. The system will advance to the Change Password screen (see Figure B-3). 

3. Enter the assigned password in the Old Password text box. 

4. Hit the tab key or position the cursor in the New Password text box and enter a new 
password. 

5. Hit the tab key again or position the cursor in the Re-enter New Password text field 
and enter your new password again. 

6. ^ [CLICK] the Submit button, or press [ENTER] for the system to accept the new 
password. 




U.S. Department of State 



Office of Foreign Missions 




Change Password 



Please complete the following form to change your password. 



Old Password 
New Password 
Re-enter New Password 



Submit 



Cancel 



Figure B-3 - Change Password Screen 
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Authorized Missions 



You can view the missions that you are authorized to file for. The Authorized Missions lists 
contain locations for which you have rights to submit e-Gov requests (see Figure B - 4). If 
you would like to remove from or add to this list, please contact the OFM Help Desk. 




U.S. Department of State 

Office of Foreign Missions 



Personal Information - Authorized Missions 



Authorized Missions 

Mission Name 

CONSULATE OF ANNEX 0 CHICAGO, IL 60606 

CONSULATE OF ANNEX 0 LOS ANGELES , CA 90067 

CONSULATE OF ANNEX 0 NEW YORK, NY 1 001 7 

EMBASSY OF ANNEX 0 WASHINGTON , DC 20036 



Click on this link to 
view your list of 
Authorized Missions. 



Figure B-4 - Authorized Missions 
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APPENDIX C - WHO TO CALL 



Mission/Embassy WHO TO CALL for Assistance with Courtesies of Port 
Non-Technical Questions 

For non-technical questions about Courtesies of Port, please contact Department of State 
Office of Protocol Jesse Johnson, Protocol Officer, Customs, JohnsonJL® state.gov 202- 
647-4074. 

For Technical Questions 

For technical questions about e-Gov and the Courtesies of Port e-Gov application, please 
contact the e-Gov HelpDesk by electronic mail at ofmgovhelpdesk® state.gov or by 
telephone at 202-895-3564. 



Version 1.0 



Courtesies of Port User Guide 



Page 52 of 52 



